File & Clipboard block 



Office block 



Application-setting block 
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Single function key 


Composite key 
(corresponding to keys on keyboard; 


CUT 


ALT+E, T OR CTRL+X OR SHIFT+DEL 


PASTE 


AL 1 +E, P UR L 1 KL+V UK oHlr 1 +u>JbbK 1 


COPY 


ALT+E, C UK CIKL+Ci UK LlKL+lNbEKl 


MARK 


SHIFT MARK 


UNDO 


ALT+E, U OR ALT+BACKSPACE 


REDO 


ALT+E, R OR ALT+ENTER OR 
ALT+SHIFT+BACKSPACE 


BOLD 


CTRL+B OR CTRL+SHIFT+B 


NEW 


ALT+F, N OR CTRL+N 


OPEN 


ALT+F, 0 OR CTRL+O OR CTRL+F12 OR 
ALT-KTTRL+FZ 


SAVE 


ALT+F, S OR CTRL+S OR SHIFT+F12 OR 
ALT+SHIFT+F2 


TASK PANEHJifice XP Only 


AT nrj^c* V 
ALl+E, R 


hUKWAKJJ UK r U 


GTRL+r 


SEND 


ALT+S OR CTRL+ENTER 


briUK 1 LU 1 UK LAUINuH 


OnPDT _I_AT T^-L CT>T7/"^n7TO XT/^XT CXJTTTT* VT7V 

L 1 KL+AL 1 + SPECJli^lLi NUN-oHlr 1 KEY 


PKIN 1 


A T T* 1 I? T) r\Tk r^T^Ti T iD 

ALl+r, P OR LilKL+P 


ULOSE 


A T HP I 17 >l f\Tk /'^»nPT>T i WT 

ALT+h4 OR LIRL+W 


LOGIN OUT 


TT7TXT T 

WIN, L 


APPLICATION SWITCH 


ALT+TAB OR ALT+SHIFT+TAB 


MY COMPUTER 


WIN+ E 


REPLACE 


ALT+EJE 


REPLY 


CTRL+R 


BULLETS & NUMBER 


ALT-K)J^ 
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single function key 


Action of the function 
in Window system 


Cut 


Cut a marked text block or file 


Paste 


Paste a cut or copied text block or file 


Copy 


Duplicate marked text block or file 


Mark 


Choose text block or file 


Redo 


Redo a previous operation 


Undo 


Undo a previous operation 


Bold 


Switch between a bold or a normal format, 
and used to make the highlighted text 
to bold or normal format 


Open 


Open an existed file 


New 


iNCW a UialiA. X LLC 


Save 


Save an edited file 


Task pane 


Show all items in a program list 


FWD 


Send a file to an address 


Send 


Send file to an addressee 


Short cut or launch 


Open chosen program such as WORD, 
EXCEL 


Print 


Print file 


Close 


Close the active window 


Log off 


Log off present user 


Application switch 


Switch among opened windows 


My computer 


Open programs of my computer 


Reply 


Replay mail to sender 


Replace 


Replace text or paragraph for a searched 
target 


BuUetsh & num 


Add bulletsh & num to head of paragraph 
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